BUILD: LIMITED ALTER ATION APPLICATION ST EP-BY-STEP GUIDES

Build: Limited Alteration Application (LAA) Step -
By-Step Guides for Industry

In this Step-By-Step Guide, you will learn how to :

Login to DOB NOW 2
Create an Emergency Work Notification (EWN) 5
Upload Required Documents 9
Complete Statements & Signatures 11
Create an LAA Job Filing 14
Enter the Scope of Work 26
Upload Required Documents 32
Complete Statements & Signatures 35
Pay Fees and Preview to File 37
Print a Work Permit 40
Renew a Work Permit 45
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Respond to Objections from an Audit in a PAA Filing 54
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Login to DOB NOW

Step | Action

i/- . -\I
\C,_,/

Note In order to Log-in to DOB NOW, you must be registered for eFiling.

Additionally, DOB recommends that you turn off pop -up blockers to
successfully navigate within DOB NOW.

For Step-By-Stepinstructions, please refer to www.nyc.gov/dob nowhelp :

How to Register for eFiling
How to Turn Off Popup Blockers

1. Access the Internet.

2 Enter www.nyc.gov/dobnow in the URL field at the top of the browser window.
= www.nyc.gov/dobnow D~ ‘

3. PressEnter on your keyboard.
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Step | Action

Bl | The DOB Login page displays.

4. Enter your Email and Password.

Log In to d to Submit Jobs and
Filings:

Enter your e-Filing account
information

Email

FEmail

Password

Password

To register for an account or reset
your password, go to the eFiling
website.

Need more help? Contact us.

S. Click Login .

Password

‘ Password ’

To register for an account or reset
your password, go to the eFiling
webslte.

Need more help? Contact us.
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Step | Action

6. The DOB NOW Welcome page displays. Click DOB NOW: Build

0081 poB NOW
Submit Filings, Payments, and Requests to

Welcome! DOB NOW provides robust online accounts, making it easier to submit
applications, make payments, schedule appointments, check the status of an application or
inspection, pull permits, and make renewals.

Welcome, ADAM JOE2
AJDETEST2@GMAILCOM

Need Help?
Sign Out

Facade, Boiler Compliance Filings are available under DOB NOW: Safety.

Plumbing, Sprinkler, Standpipe, Antenna, Curb Cut, Sidewalk Shed, Supported Scaffold,
Fence, Sign, Electrical and Elevator Job Filings are available under DOB NOW: Build.

Get started by selecting a component below.

0oB

SAFETY I

Bl | The Dashboard displays. The My Jobstab displays by default.

|
F DOB NOW Welcome. LAA PLUMBER
i , A @GMAILCOM
Submit Filings, Payments, and Requests to the NYC o
Need Help?
BUILD
Sign Out
n + JobFiling | 4 Work Permit | =+ AHVPermit | = Request LOC | =rEmergency Work Notification
My Work Permits My AHV Work Permits My LOC Requests My Sign Off Requests Emergency Work Notifications Job Number Search
Filter My Jobs + < Refresh
Job Number - Filing..» Filing Type ~ Filing Status v Address v Borough -~ ApplicantofRecord ¥  Owner v Modified =
M00354647 11 New Job Filing Pre-Filing 1 WEST 72 STREET MANHATTAN LAA PLUMBER 09/20/2018
MO00353936 P1 PAA Corrections Under Review 38 WEST 72 STREET MANHATTAN LAA PLUMBER 09/14/2018
M00354032 11 New Job Filing Permitted 1 WEST 72 STREET MANHATTAN  LAA PLUMBER JOE ADAM 09/24/2018

You are now logged into DOB NOW , and on the dashboard; continue to the Create an LAA Job
Filing Step-By-Step Guide.
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Create an Emergency Work Notification (EWN)

Complete the following steps to create an Emergency Work Notification (EWN) :

Step | Action
L Click +Emergency Work Notification
M Buildings
DOB NOW

Submit Filings, Payments, and Requests to the NYC Department of |

n =4 Job Filing | =+ Work Permit =+ Request LOC | =FEmergency Work Notification

My Jobs My Work Permits My AHV Work Permits My LOC Requests My Sign Off Requests

2. Enter the required fields in the Job Location section.

A House Number

Street Name

Borough

Block

Lot

A General nature of the work required (provide as much detail as possible)

H > > > Sl ~ 5

Job Location

Hoyse Nymbar® Street Name* Borough*

‘ ‘ | Select Borough D
Block™ Lot® BIN®

Community Board Zip Code”

General nature of the work reguired*

500 characters remaining
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Step | Action
3. Enter the required fields in the Applicant Information section:l.u
A E-Mail

A License Type
A Business Name

Applicant Information

=Lail” License Type* License Number*
| Select D

Last Name*® First Name* Middle Initial
Business Name® Business Address® City™

Select D
State™ Zip Code™ Phone*

Note The E-Mail address selected is linked to EFiling.

E-Mail*

LAAFSC@gmail.com

I LAAFSC@GMAIL.COM

Selection of the linked E-mail address determines the License Type. The
License Type determines the type of fields on the Scope of Worktab.

The Business Nameselected auto-populates the remaining read-only (gray)
fields in the Applicant Information section with applicable information from E -
filing.

Note The Insurance Information section is populated when the Business Name is
selected.
Insurance Information
Insurance Type Name of the Insurer Certificate/Policy No. Expiration Date
General Liability MERCHANTS MUTUAL INS BOP1052632 03/30/2026
Workers Compensation NYSIF Q14764658 03/20/2026
Disability 1ST REHAB LIFE INS CO AME DBL 142886 02/27/2026
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Step | Action
4. From the upper left hand corner of the page, Click Save.
M Save
S. An Address Confirmation pop -up window displays with the message,
2/ 01 EUIl wOOUIT wlUT EQwUT T wl OUI Ul EWEEEUI UUWE §
Address (e.g., 150 MARINE AVENUE, Brooklyn)
/ Ol EUI wEOOi PUOWUT E0waOUwbPEOUwWOOwWxUBET | E
Address Confirmation .
Please note that the entered address cannot be changed after
saving:
+ 150 MARINE AVENUE, Brooklyn
Please confirm that you want to proceed with the entered address,
[ ] ]
6. A Notification pop -Ux wP DOEOPWEDUx OEaUwkPBDUT wUT T wll (
O6UPI PEEUDPOOwWUI gUI UOWUEYI EwWUUEET UUI UOOa 1
Click OK to close the Natification pop -up window.
Notification X
Emergency work notification request saved successfully.
Bl | The Status Bar displays at the top of the Job Filing. The Status is Priling.

311 | Search all NYC.gov websites Dev-AN/CC Branch

DOB NOW -
Submit Filings, Payments, and Requests to the NYC Department of Buildingss
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Step

Action

An EWN Job Number displays.

EWN-M-00331458

General Information

Documents

Statements & Signatures

You have created and saved an Emergency Work Notification; continue to the Upload Required
Documents Step-By-Step Guide.

DOB NOWA Build: LAAA October 5, 2018
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Upload Required Documents

Complete the following steps to upload required documents to the EWN :

Step | Action

1. Select theDocuments tab.

EWN-M-00331458

General Information

Documents

Statements & Signatures

2. Click the Upload icon.

Required Documenits

Created On ot Document Name ~ | Document Status PriorTo « v Upload ~

2018-03-30 DPL-1: Design Professional Seal & Signature Required Permit Issued

3. Click Choose File.

Document Uploader

File name: DPL-1: Design Professional Seal &

Signature
Choose File |No file chosen

DOB NOWA Build: LAAA October 5, 2018 9
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Step | Action
b The Documents Library window opens.
4. Locate the file to upload.

Adobe Auobet Document =

5. Click the document Name to select the file.
6. .

Click Open.

lAdobe Acrobat Document v‘

rma [

Bl | The Document Upload pop-up window displays. The File Name displays to the right
of Choose File.

DOB NOWA Build: LAAA October 5, 2018
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Step

Action

Click Upload.

Document Uploader

File name: DPL-1: Design Professional Seal &
Signature

Choose Fil | Design Comm... Work).pdf

Click OK.

Document Uploader

File name: DPL-1: Design Profes:
Signature

Choose File Design Comm... Work) pdf

Document has been uploaded.

You have completed the Upload Required Documents Step-By-Step Guide; continue to the
Complete Statements and Signatures StepBy-Step Guide.

The Applicant of Record must complete the following steps to attest that the information
entered is correct and complete. No other users are required to attest, and do not have the
ability to attest on behalf of the Applica nt of Record:

Step

Action

1.

Select theStatements & Signaturestab.

General Information

Scope of Work

Documents

Statements & Signatures

DOB NOWA Build: LAAA October 5, 2018
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Step

Action

Readthe Applicant of Record ¢ Statements& Signatures sectionand select thecheck-
box to electronically sign.

Applicant of Record - Statements & Signatures

| hereby state that the information in this submission is correct and complete to the best of my knowledge. Falsification of any
statement is a misdemeanor punishable by a fine, imprisonment, or both. It is a crime to offer or give to a city employee, or for a
city employee to accept, any benefit, monetary or otherwise, either as a gratuity for properly performing the job or in exchange for
special consideration. A conviction of offering of a bribe or gratuity is punishable by imprisonment, fine, or both. | hereby declare
that | am authorized by the owner of the herein-referenced premises to make this notification and perform the work described

herein.

@\ understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my
agreement with all of its terms. | understand that this electronic signature shall have the same validity and effect as a signature

affixed by hand.

Name Date

Note 3T 1 w x x (Bntek the Date auto-populate.

| understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my
agreement with all of its terms. | understand that this electronic signature shall have the same validity and effect as a signature

affixed by hand.

Name Date
LAA PLUMBER 09/24/2018

(Electronically Signed)

3. From the upper left hand corner of the page, Click Save.
DOB NOW
Submit Filings, Payments, and Requests to the NYC Department of Buildings
4. A Notification pop -Ux wP DOEOPWEPUx OEaAaUwkhDUT wUOT T wdl U
OO0UPI PEEUDPOOwWUI gU1 UOWUEYI EwWUUEET UUI UOOa 1
Click OK to close the Notification pop -up window.
Notification X
Emergency work notification request saved successfully.
12
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Step | Action
S. Click Submit .
6. A Notification pop -Ux wP DOEOPWEDUx OEaUwkPBUT wUT T wll (

- OUPI PEEUPOOWUUEODPUUI EWUUEEIT UUI UOOa~? 6 w

Click OK to close the Notification pop -up window.

Notification X

Emergency work notification submitted successfully.

Bl | The Status Bar updates to Received.

[REEEEEIE @ Dashboard

You have completed the Complete Statements and Sigratures StepBy-Step Guide.

DOB NOWA Build: LAAA October 5, 2018 13
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Create an LAA Job Filing

Complete the following steps to create anLAA Job Filing and enter or selectthe required
information on the General Information tab :

Step [ Action
1. Click + Job Filing..
NYC Buildings
: DOB NOW
[ q Submit Filings, Payments, and Requests to the NYC Department of |
BUILD [

|
n = Job Filing =+ Work Permit = AHV Permit =+ Request LOC =+Emergency Work Notification

Filter My Jobs =

Job Number v Filinx. Filing Type - Filing Status ~ Address ~ Borough - Applicant of Record ~

My Jobs My Work Permits My AHV Work Permits My LOC Requests My Sign Off Requests Emergency Work Notifications Job Number Search

Owner

b The Job filing includes: pop-up window displays.

2. Select the checkbox for Limited Alteration Application

Job filing includes:

Plumbing Sprinklers Standpipe

Antenna Curb Cut Sign

Sidewalk Shed Supported Scaffold Construction Fence

Electrical Elevators D Limited Alteration Application

3. Click Submit .

bmit

DOB NOWA Build: LAAA October 5, 2018
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Step [ Action

Bl | The General Information tab displays by default.

DOB NOW
Submit Filings, Payments, and Requests to the NYC Department of Buildings

Emergency Work Notification Application Highlights

Note Important Form Information ¢ required fields and read -only fields

All fields marked with a red asterisk * are required and must be completed
before submitting afiling .

House Number*

Fields shaded gray are readonly. Information cannot be entered in these fields.

BIN*

DOB NOWA Build: LAAA October 5, 2018 15
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Step [ Action

@
— Note #PEwWaOQUwWUUEOPUWEwWUI OEUI E w$idareqlireddigld w6
The radio button for a response of Nois selected by default.

Emergency Work Notification

Did you submit a related Emergency Weork Motification? O‘fes © No

An Emergency Work Notification (EWN) may be filed in emergency situations
where an issue needs to be addressed right away andyou do not yet know the
entire scope of work involved. An EWN is not a permit, it is a notification.

Your license must be valid and all three Insurance Types must be active for the
associatedbusiness at the date ofEWN submission for at least two business days
from the date of LAA issuance.

Insurance Types are listed below:

A General Liability
A Workers Compensation

A
A Disability
Insurance Information
Insurance Type Name of the Insurer Certificate/Policy No. Expiration Date
General Liability MERCHANTS MUTUAL INS BOP1052632 03/30/2026
Workers Compensation NYSIF Q14764658 03/20/2026
Disability 15T REHAB LIFE INS CO AME DBL 142886 02/27/2026

Only select the Yesradio button if you want to link a EWN to this LAA filing by
searching for a specific Emergency Filing N umber.

If Yes, enter theEmergency Work Notification #, then click Search.

Emergency Work Notification #*

DOB NOWA Build: LAAA October 5, 2018 16
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Step [ Action

4. Enter the Job Location information.

A House Number

Street Name

Borough

Block

Lot

A Proposed Work Summary

S S S > S >

Job Location

House Number® Street Name* Borough®

‘ | Select Borough D
Block* Lot* BIN*
Community Board Zip Code*

Proposed Work Summan”

500 characters rematning

DOB NOWA Build: LAAA October 5, 2018 17
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Step

Action

/C')\
| |
&/

Note

Enter as muchinformation as possible up to the 500 character limit.
Provide information similar to what you previously supplied in Section 9
t Proposed Work Summary on an LAA1 form.

Be as detailed as possible when entering the Proposed Work Summary.
The information you provide may be reviewed by a DOB Auditor.

I 9 I Pr i Work S Y Required. Please include all infarmation such as the length and width of pipe for all piping related work. I

DOB has provided the Proposed Work Summary example below as a
guideline for the level of detail to provide:

Cap and remove including gas work:

Key items: Fixture count and type - violation number if applicable - Clarify
the legality of the fixtures if no violation involved ¢ cap and remove gas
appliances requires a gas test for all remaining appliances on the same
meter.

Scope:Cap and remove illegal water and waste lines for a washer and cap
off an exposed gas pipe in the cellar and remove gas stove and (3) piece
bathroom. Pressure test entire gas line to the % floor stove. Existing oll
boiler provides heat and hot water.

DOB NOWA Build: LAAA October 5, 2018 18
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Step [ Action
S. Enter the required fields in the Applicant Information section:l.u
A E-Mall

A License Type
A Business Name

Applicant Information

E-IMail® License Type’ License Number®

Select D

Last Name™ First Name™® Middle Initial

Business Name™ Business Address™ City™

Select D

State® Zip Code* Phone*

Note The E-Mail address selected islinked to E -Filing.

E-Mail*

LAAPLUMBER@GMAIL.CO
LAAPLUMBER@GMAIL.COM

Selection of the linked E-mail address determines the License Type. The License
Type determines the type of fields on the Scope of Work tab.

The Business Nameselectedauto-populates the remaining read-only (gray)
fields in th e Applicant Information sectionwith applicable information from E -
filing .

DOB NOWA Build: LAAA October 5, 2018 19
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Step [ Action

7
AL

Note The License Typeselected in the Applicant Information section determines the
Limited Alteration Scope available for selection in the Scope of Work section. If
you have more than one license, be sure to select the correct License Type for theg
planned work.

License Type*

Master Plumber v

Limited Alteration Scope™
Select v

Select
Water Plumbing
| Gas Plumbing Work

Note The Insurance Information section is populated when the Business Name is
selected.
Insurance Information
Insurance Type Name of the Insurer Certificate/Policy No. Expiration Date
General Liability MERCHANTS MUTUAL INS BOP1052632 03/30/2026
Workers Compensation NYSIF Q14764658
Disability 1ST REHAB LIFE INS CO AME DBL 142336 02/27/2026

Note The Job Filing can be saved at any time after the Job Location and Applicant
Information sections have been completed.

I@I

b/ . o . .

Note Itis recommended that the E-Mail field in the Owner Information section be
entered so the Owner will receive notifications.

The Owner Representative/Filing Representative/Preparer section should be
completed if a representative other than the Applicant is completing the initial
data entry.

DOB NOWA Build: LAAA October 5, 2018 20
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Step

Action

/C >\
| |
&/

PLEASE NOTE:

The Owner Representative/Filing Representative/Preparer can:
A Initiate an LAA
A Perform initial data entry
A Make a payment

They cannot file the LAA, a PAA, or a subsequent filing. Only the Applicant of Record
can file the LAA, a PAA, or a subsequent filing.

Note The Job Filing can be saved at this point. The following sectionsare required to
initially save the filing to Pre -Filing Status and generate a Job Number:

Job Location
Applicant Information

From the upper left hand corner of the page, Click Save.

DOB

DOB NOW
Submit Filings, Payments, and Requests to the NYC Department of Buildings
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Step

Action

An Address Confirmation pop -up window displays with the message,

2/ 01 EUIl wOOU!T wlOT EQwUT T wil OUI Ul EWEEEUI UUWEE
Address (e.g., 150 MARINE AVENUE, Brooklyn)
/ O1 EUI wEOOI PUOWUT E0waOUwWPEOUWUOwWxUDBET T Eu

Address Confirmation

Please note that the entered address cannot be changed after

saving:
« 150 MARINE AVENUE, Brooklyn

Please confirm that you want to proceed with the entered address.

Click Yesto confirm the address.

Note If the address displayed in the Address Confirmation pop -up window is
incorrect, clicking No closes the Address Confirmation pop -up window and the

Job Filing is not saved.

Correct the address in the Job Location section, and then click Save to display the
Address Confirmation pop -up window again and confirm the address.

A Notification pop -Ux wP DOEOPWEDPUx OEaUwbbPUT wOT 1T wdl UL
UUEET UUI UOOa~2b8w

Click OK to close the Notification pop -up window.

Notification

Job filing saved successfully.

DOB NOWA Build: LAAA October 5, 2018
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Step

Action

The Status Bar displays at the top of the Job Filingwith Pre -Filing indicated as the
current filing status.

i m B View Filing D Payment History Dirace History [ Property Profile

V]

Filing Permitted Signed Off

A Job Number displays.

B00016862-11

General Information
Scope of Work
Documents

Statements & Signatures

21 Ol EQOwUT I wE x x OP E B IS LegdlizatirovioE Bib the’FéaiNssddsment
section.

Fee Assessment

Is this Legalization Werk?™ O‘T’es © No

Note Ifthe ?Yes UEE D OQwE U U U O O wAreyawrksGing & Vidiatowioriillegal ?
work?? wi Dl OEWEPUx OEAUOWEOEwWUI | wExx OPEEH

Fee Assessment

Is this Legalization Work?* @ves ONo Are you resolving a violation for illegal work?” OYes @No

DOB NOWA Build: LAAA October 5, 2018 23
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Step

Action

/C >\
| |
&/

Note

If the PYes? radio button is selected, the ECB Violation # field displays and must
be entered.

Up to 5 ECBViolation #s can be entered with eachseparated bya comma (,).

Fee Assessment

After saving, this ECB Violation number is validated against BIS. If the ECB
Violation number is valid, the Filing Fee is added to the Payment Summary, the
Legalization Fee is left blank.

Payment Summary

Fee Exempt No

$1.079.00

$0.00

Amount Paid $0.00

Amount Due $1.079.00

If the PNo~? radio button is selected, the minimum legalization fee is added to the
Payment Summary along with the Filing Fee.

Payment Summary

Fee Exempt No

Amount Paid 30,00

Amount Due $1,679.00

10.

Enter all required information in the Fee Assessment section.

Fee Assessment
Is this Legalization Work?* (O Yes @No
Specify Building Type* Building Use* Total Number of Floors*
Select E] Select H || “
Total Construction Floor Area* Category Type* Estimated Cost*
I\ = [ |

DOB NOWA Build: LAAA October 5, 2018 24
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Step [ Action

@ The Fee Exempt Applications section is optional. Only make a selection if one of the
following Fee Exempt conditions applies.

Fee Exempt Applications

The deed helder is a corporation or association organized and operated exclusively for the purposes indicated in 28-112.1, Exception ltem 1. of the New York City
Administrative Code, and the property is used exclusively by such entity for such purposes.

This is a Federal New York State. NYC or other government-owned property.

11. Select the applicable radio button within the Asbestos Abatement Compliance section.

Asbestos Abatement Compliance*

OThe scope of work is an asbestos project as defined in the regulations of the NYC Department of Environmental Protection (DEP).
OThE scope of work is not an asbestos project as defined in the regulations of the NYC DEP.

OThe scope of work is exempt from the asbestos requirement as defined in the regulations promulgated by the NYC DEP (15 RCNY 1-23(b)) or is an alteration to a building
constructed to plan pursuant submitted for approval on or after April 1, 1987, in accordance with 28-106. 1.

Note If the scope of work is not an asbestos project as defined in the regulations of the
NYC DEP, you are required to enter the DEP ACP-5 Control No. and CAI#.

@The scope of work is not an asbestos project as defined in the regulations of the NYC DEP.

DEP ACP-5 Control No.* CAI #*

12. From the upper left hand corner of the page, Click Save.

DOB NOW
Submit Filings, Payments, and Requests to the NYC Department of Buildings

Note The Job Filing must be saved and all required fields on the General Information
tab completed before the Scope of Work tab can be completed.

You have completed the Create a Job Filing and EnterGeneral Information Step-By-Step Guide;
continue to the Enter the Scope of Work StepBy-Step Guide.
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Enter the Scope of Work

Complete the following steps to enter the Scope of Work for the LAA :

Step

Action

1.

Select theScope of Work tab.

B00016862-11

General Information

Scope of Work

Documents

Statements & Signatures

Click +Add Scope of Work .

Scope of Work

Scope of Work v
+ Add Scope of Work

Limited Alteration Scope  ~ Filing Includes “ | ltem Category Item Type ¥ Quantity - Edit/Delete

Note The General Information tab must be completed and saved before adding the
Scope of Work.

Notification X

Please fill below information prior to adding scope of work.

+ Legalization work

« Specify Building Type
« Building use

« Category Type

DOB NOWA Build: LAAA October 5, 2018
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Step | Action
3. Select theLimited Alteration Scope from the drop -down list, (e.g., Water Plumbing ).
Scope of Work
Limited Alteration Scope* Filing Includes*
Select D Select
Limited Alteration Scope™
Select A

Water Plumbing
Gas Plumbing Work

Note As noted earlier, the License Typeselected in the Applicant Information
section determines the correct options for the planned Scope of Work are
displayed in the Scope of Work section.

A For example:

License Type = Master Plumber
Limited Alteration Scope = Water Plumbing or Gas Plumb ing Work

License Type = Fire Suppression contractor
Limited Alteration Scope = Fire Suppression Work

License Type = Oil Burner Installer
Limited Alteration Scope = Oil Burner Work

DOB NOWA Build: LAAA October 5, 2018 27
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Step | Action

4. Select the type of work from the Filing Includes drop-down list, (e.g., Repair).

@ Save © Cancel

Limited Alteration Scope* Filing Includes*
v ‘ Select m

‘ Water Plumbing Work

Filing Includes*

Select

MNew Installation

Replacement
Remaoval
Relocation

= ement
Repair

5. The Item Category field displays. Select the ltem Category from the drop -down list,
(e.g.,Plumbing Work).

@ Save © Cancel

Filing Includes*

Limited Alteration Scope*

‘ Repair

‘ Water Plumbing Work

Item Category™

‘ Select m

Item Category™

Select

Select

DOB NOWA Build: LAAA October 5, 2018
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Step | Action
6. Select the checkbox for each applicable Item Type (e.g.,Standpipe (standalone
system)).
Scope of Work

Limited Alteration Scope* Filing Includes*

Water Plumbing Work v Repair

Item Category*
Plumbing Work v

Item Types*

E] Standpipe (standalone system)

Quantity

(- Additional fields are enabled for each Item Type selected. Enter the Quantity for each

additio nal information.

Some Item Types may have multiple questions, and an answer may prompt for

Iltem Type, and select the applicable radio buttons to answer any questions displayed.

Item Types* Quantity
< Standpipe (standalone system)
\}i\iilt tgls work result in the fire suppression system being offline for more than 8 (DYes (HNo
ours?
7. After completing all required items in the Scope of Work section, c lick Save.

oo oo

DOB NOWA Build: LAAA October 5, 2018
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Step | Action

Bl | Gas Plumbing Work ¢ New Installations
When Gas Plumbing Work > New Installation are selected as the Scope of Work,
additional sections will be added and required when applicable based on the Item

Category selected.

If the Item Category = Equipment or Appliance then the Appliance Data & Gas Usage
sections are also equired.

If the Item Category = Piping or Gas Work then the Gas Usage section is required.

Limited Alteration Scope of Work

Scope of Work

Appliance Data

Gas Usage

Complete all required fields and click Save in each section of the Scope of Work tab.

8. A Notification pop -Ux wb DOEOPWEDPUx OEa UwpbP b UT wlhas hedhi
UEYI E2 6 w

Click OK to close the Natification pop -up window.

Scope of Work has been saved.

9. From the upper left hand corner of the page, Click Save.
DOB NOW
lUIm Submit Filings, Payments, and Requests to the NYC Department
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Step | Action

10. A Notification pop -Ux wP DOEOPWEDPUx OEaUwkPBDUT wlOT 1 wol
UUEET UUI UOGOGa?2 6w

Click OK to close the Natification pop -up window.

Notification

Job filing saved successfully.

You have completed the Enter the Scope of Work StepBy-Step Guide; continue to the Upload
Required Documents Step-By-Step Guide.
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Complete the following steps to Upload Required Documents to the LAA Filing :

Step

Action

1.

Select theDocuments tab.

500329213-11

General Infarmation

Electrical Scope of Work

Statements & Signatures

Click the Upload icon.

Required Documents

Created On " Document Name

v | Document Status

Required

PriorTo « v

Upload ~

=

Click Choose File.

Document Uploader

File name: DPL-1: Design Professional Seal &

Signature
Choose File |No file chosen
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Step | Action
(- The Documents Library window opens.
4. Browse to the folder where you have saved the document if necessary to bcate the file
to upload.

€ Open

v [Adobe Acrobet Document =

5. Click the document Name to select the file.

Click Open.

‘ Adobe Acrobat Document v ‘

| Open Iv] | Cancel

b The Document Upload pop-up window displays. The File Name displays to the right
of Choose File.

7. Click Upload .
8. Click OK.
Document Uploader

File name: DPL-1: Design Professional Seal &
Signature

Choose File | DPL-1 Desig...gnature.pdf

E=T

Document Uploaded Successfully.
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Step

Action

®
{ I}
N

Note Repeat steps 2 8 above for each required document listed in the Required
Documents section.

9. From the upper left hand corner of the page, Click Save.
DOB NOW
Submit Filings, Payments, and Requests to the NYC Department of Buildings
i
10. A Notification pop -Ux wP DOEOPWEDPUx OEaUwbbPUT wlOi 1 wol

UUEEI UUI U00a» 6 w

Click OK to close the Notification pop -up window.

Notification

Job filing saved successfully.

You have completed the Upload Required Documents Step-By-Step Guide; continue to the
Complete Statements and SignaturesStep-By-Step Guide.
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Complete Statements & Signatures

Complete the following steps to attest that the information entered in the LAA Filing is correct
and complete:

Step | Action

1. Select theStatements & Signaturestab.

General Information

Scope of Work

Documents

Statements & Signatures

2. Readthe Applicant of Record ¢ Statements& Signatures sectionand select thecheck-
box to electronically sign.

Applicant of Record - Statements & Signatures

| hereby state that the information in this application is correct and complete to the best of my knowledge. | hereby assume responsibility for all
statements applying to the applicant/contractor on this application. Falsification of any statement is a misdemeanor punishable by a fine,
imprisonment, or both. It is a crime to offer or give to a city employee, or for a city employee to accept, any benefit, monetary or otherwise, either as a
gratuity for properly performing the job or in exchange for special consideration. A conviction of offering of a bribe or gratuity is punishable by
imprisonment, fine, or both.
e In accordance with § 28-104.8 of the NYC Administrative Code, | hereby declare that | am authorized by the owner of the herein-referenced
premises to make this application for a permit to perform the work described herein. | hereby state that | have complied with all the relevant

sections of the NYC Administrative Code as well as the rules and regulations of the New York City Department of Buildings, whether specified
herein or not.

If applicable, | certify that all new or replacement boilers comply with efficiency requirements, fluid piping insulation requirements, and/or
service water piping insulation requirements in accordance with the NYECC.

If applicable, | certify the herein-referenced ACP-5 covering the work proposed by this application was submitted to DEP by the Certified
Asbestos Investigator.

E] | understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my agreement with all
of its terms. | understand that this electronic signature shall have the same validity and effect as a signature affixed by hand, and | further intend that

the electronic image of my signature and professional seal uploaded as part of this application is hereby applied to this signed statement as if | had
personally signed and sealed this statement by hand

Name Date

Note 371 1 w x x OBntekddthe Date auto-populate.

| understand and agree that by personally clicking on the box at left | am electronically signing this document and expressing my
agreement with all of its terms. | understand that this electronic signature shall have the same validity and effect as a signature
affixed by hand, and | further intend that the electronic image of my signature and professional seal uploaded as part of this
application is hereby applied to this signed statement as if | had personally signed and sealed this statement by hand.

Name Date
LAA FSC 07/11/2018

(Electronically Signed)
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Step | Action

3. From the upper left hand corner of the page, Click Save.

DOB NOW
Submit Filings, Payments, and Requests to the NYC Department of Buildings

4. A Notification pop -Ux wP DOEOPWEDUx OEaAaUwkPBUT wUT T wll (
UUEEI UUI UOOGa~>6uw

Click OK to close the Naotification pop -up window.

Notification

Job filing saved successfully.

You have completed the Complete Statements and SignaturesStep-By-Step Guide; continue to
the Preview to File Step-By-Step Guide.
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Complete the following steps to preview the LAA filing.

Step | Action

)

Y

Note You must pay fees before continuing to Preview the filing. Click the link below to

view the How to Pay in DOB NOW: Build and Safety video
https://www.youtube.com/watch?v=YHDbxAuS8Dk

1. From the upper left hand corner of the page, Click Preview to File .

(Ao [Eron
2. Click Next to read and progress through the Application Preview until you reach the

final page with the attestation
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